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INTRODUCTION 

 

MISSION AND VISION 

 

Mission 

Capitol Collegiate Academy prepares students in kindergarten through grade eight to compete, achieve, and 

lead in college and in life. 

 

 

Vision 

Capitol Collegiate Academy is a school founded on the firm belief that all students, regardless of race, home 

language, family education level, or socio-economic status, are entitled to a high quality education. We believe 

that a no-excuses culture is the foundation for success and that with discipline, structure, challenging work, 

humility, and unyielding optimism, we will ensure that students have the early foundation necessary to excel in 

high school, in college, and in their careers.  

 

A challenging curriculum and cohesive culture will be the foundational stones on which Capitol Collegiate is 

built. We have a small, safe, and structured learning environment that challenges students to push themselves to 

perform at their personal bests. School culture drives the focus of all classrooms, while at the same time 

addressing the individual needs of each student. Teachers create planning documents that reflect the deliberate 

consideration of how students learn and what will propel them forward in achievement. Teachers are given the 

structure, support, and resources needed to collaborate with each other, challenge students in the classroom, and 

construct exceptional lesson plans and standards-driven curriculum. For those students unable to master 

academic content during class, daily tutoring and homework support during the last block of the day is provided 

to ensure that each student is receiving the time and attention necessary to achieve. Finally, by extending the 

grade span of the school to include kindergarten through eighth grades within a slow growth model, Capitol 

Collegiate is capitalizing on its organization, discipline, and academics in all areas to make certain a smooth 

transition for elementary and middle school students into high school.  

 

OVERVIEW 

Capitol Collegiate is more than an elementary school. It is a mission. We are committed to being an exceptional 

public school, providing every student with the knowledge, skills, and character to excel in high school, in 

college, and in life. We fulfill this commitment every day by remaining focused on the needs of our students, 

the work that must be done, and the community that supports our efforts.  

 

In order to be successful, we maintain the highest of expectations. We expect a great deal from our students, our 

parents, and our staff. An excellent education requires nothing less than the commitment and dedication of 

everyone involved. It is only by expecting more that we can achieve more. Our expectations allow us to 

challenge our students more, to push our teachers more, and to involve our parents more. While we recognize 

that many students may come from difficult circumstances, we also recognize that this requires an even greater 

resolve to work our hardest to produce their best. 

 

We are about our students deeply and strive to balance between our love for them as people and our 

professional need to hold them accountable for achievement. We do not do students any favors by feeling sorry 

for them and lowering our expectations. If we truly care about our students, we must ensure that they have the 

resources they need to be absolutely successful. Our students must be able to evaluate, analyze, create, and 

synthesize information. Academics will always come first at Capitol Collegiate. That is our mission and our 

promise.  
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PHILOSOPHY 

Capitol Collegiate will provide an exceptional level of education – one where students are pushed to think 

beyond the simple answer to a problem, but are asked to understand the reasons why they came to their answer 

and to defend their ideas while remaining open to others. This level of critical thinking is the hallmark to what 

an exceptional student of this century will be able to do in any context. 

 

The education philosophy of Capitol Collegiate Academy is based on two core ideas: a cohesive culture and a 

challenging curriculum. Both of these are grounded in the absolute belief that all students, regardless of their 

backgrounds, have the right to an excellent, college-preparatory education starting in kindergarten. 

 

Cohesive Culture: Creating a Community of Learning 

A cohesive culture is critical to the success of Capitol Collegiate. Schools that produce exceptional results from 

their students attribute a large part of that success to the high expectations they carry for the student community, 

the enthusiasm and caring they demonstrate for their students, their organizational structures that allow for 

productivity, and the systems that promote efficiency and focus all attention on the joy of learning. The 

elements that we have identified as contributing to a cohesive culture include:  

 

 Leadership 

 Expectations 

 Systems 

 Families 

 Citizenship 

 

Schools that have a culture of high expectations place importance on educators, taking responsibility for student 

performance by providing enough time and resources for academic classes, supporting teacher collaboration, 

implementing engaging instruction, and involving parents. We believe that all of these are critically important 

to our school’s success and will best be exemplified through our culture of achievement. 

 

Cohesive Culture: A Challenging Curriculum 

Schools need to develop and promote both high expectations as well as a developmentally appropriate 

curriculum that students should master. Students of all abilities learn more in difficult courses than in low-level 

courses and are more likely to master difficult material if adequate support is provided at the instructional level. 

We will therefore strive to always challenge students with curriculum that supports them to achieve their 

personal bests. We will provide this challenging curriculum through the following components: 

 

 Focus on Literacy 

 Accountability for Measurable Results 

 More Time to Learn 

 High Expectations in Every Classroom 

 High Level Instruction  

 

In order to achieve strong academic results, students need to feed legitimately successful. This does not mean 

we want our students to receive false praise, but to know that they are successful from the gratification of real 

learning and real work. We know that the way to achieve this is through excellent teaching. We strive for 

teaching that is focused on mastery, investment, data, and fun. Learning should emphasize both results and joy. 

Our students must want to be STAR students, to exhibit PRIDE in their work, and to be honest and overcome 

the challenges they face. Our teachers must work every day to ensure this happens. They are our greatest 

weapon in fighting the achievement gap. Nothing should keep our students from success. We make no excuses; 

we make a difference.  
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CORE VALUES 

Capitol Collegiate Academy is characterized by academics and culture. We strive to build a strong community 

within the school and work to actively engage our students in their learning. We believe that the more students 

are invested in school, the less opportunity there will be for disruption. As a result, we operate with six core 

values for all members of our school community – humility, effort, respect, optimism, integrity, courage. To be 

at CCA, you are H.E.R.O.I.C. – you display a boldness and a bravery in your work and accomplishments – and 

we do this through our core values. This is who we are at Capitol Collegiate and it is expected that all students 

and staff will live by these values.  

 

HUMILITY 

1. We are proud of our accomplishments without boast or brag. 

2. We can be happy for others and ourselves at the same time. 

3. We recognize both our strengths and our weaknesses. 

 

EFFORT 

1. We do our best work every day. 

2. We never give up. 

3. There is no such thing as “good enough.” 

 

RESPECT 

1. We treat each person as valuable and worthy. 

2. We accept each person for who they are. 

3. We show our respect at all times for people, property, and ideas. 

 

OPTIMISM 

1. We are confident in our achievement and abilities. 

2. We assume the best in others. 

3. We expect a successful outcome. 

 

INTEGRITY 

1. We align our actions with our beliefs. 

2. We do the right thing because it is the right thing to do. 

3. We are honest. 

  

COURAGE 

1. We know there is no obstacle too large to overcome. 

2. We confront our fears with a positive attitude. 

3. We maintain mental and moral resolve to always move forward. 
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WHO WE ARE 

 

BOARD OF TRUSTEES 

The school is governed by a Board of Directors that brings community, educational, and professional 

perspectives to the governance of the school. They are dedicated to our mission and committed to our students. 

 

Michael Agostini   

Michelle Heppner   

Ed Manansala    

Margaret Weston   

Addie Ellis 

David Innis 

Aliya Holmes 

Selena Wang 

Traci Soward 

 

 

FACULTY AND STAFF 

 

Erica Bray 

B.A. – Sacramento State; M.A. – Sacramento State University   

Erica Bray is a founding kindergarten teacher at Capitol Collegiate Academy. After graduating with her 

teaching credential, Ms. Bray worked in a variety of elementary grade levels. She has worked with young 

students as a teacher, tutor and summer camp teacher. Ms. Bray has also volunteered extensively in the 

community, spending time with Habitat for Humanity, Shriners Children’s Hospital, and the National Kidney 

Foundation. Ms. Bray believes that education is the key to a successful, productive life and is thrilled to begin 

the first year of Capitol Collegiate. 

 

 

Amanda Confer 

B.A. – Arizona state University  

Amanda Confer is the founding Operations Coordinator for Capitol Collegiate. Ms. Confer has spent the last 

two years teaching first and second grades in Jackson, MS, also providing leadership as a course leader and 

group leader for new teachers in the area. Ms. Confer has also had a great deal of experience in community and 

political activities: she has worked as a program director to support refugees, engaged in the Ghana 

Development Project, and worked as a field organizer and intern for congressional and gubernatorial elected 

officials. Ms. Confer speaks Spanish and enjoys traveling. 

 

 

Amie LaMontagne 

B.S., Minor in Spanish, Multiple Subject Teaching Credential, and BCLAD -- Cal Poly San Luis Obispo 

Amie Lamontagne is a Lead Teacher and founding staff member of Capitol Collegiate Academy. Ms. 

Lamontagne has spent the last 3 years teaching second grade in Phoenix, Arizona; the first two years as a 

member of Teach for America. During her time at Cal Poly, she gained experience in education by working in 

kindergarten and third grade classrooms. She likes spending time with loved ones, learning, new adventures, 

baseball and she is honored to be able to help the students of CCA become college-ready.  
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Katherine Osborne 

B.S. - UC Davis; M.A. - UC Davis  

Katie Osborne is a founding kindergarten teacher at Capitol Collegiate Academy.  After graduating with her 

teaching credential, Ms. Osborne joined the Americorps and served as Site Coordinator for Reading Partners 

and ran a literacy tutoring program for elementary school students.  She has also worked with young students as 

an art instructor, recreation leader and tutor.  As a first generation college graduate, Ms. Osborne knows the 

impact that a college education can make in an individual's life and is passionate about helping her students 

reach their full potential.    

 

 

Penny Schwinn 

B.A. - UC Berkeley; M.A. – Johns Hopkins University; Ed.D. - USC   

Penny Schwinn is the Head of School and founder of Capitol Collegiate Academy. Prior to founding CCA, Ms. 

Schwinn served as the Dean of Academics for St. HOPE Public Schools and as a Building Excellent Schools 

fellow. She also worked in the private sector for several years, running operations, customer information, and 

customer service sectors of a national supplier. Ms. Schwinn began her career in education through Teach For 

America, where she was a high school teacher in Baltimore and a Program Director in Los Angeles. She enjoys 

reading, traveling, and sports and is the most excited to see her students achieve their personal bests.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

ATTENDANCE 

 

ATTENDANCE POLICY 



9 

 

To be successful at Capitol Collegiate, students must be present. We cover a great deal of material every day 

that cannot simply be made up at home. We know that students who miss a lot of school are not as successful as 

those who attend every day. Therefore, we expect students to be at school every day unless they are legitimately 

sick and unable to complete work.  

 

If a student is going to be absent, the school must be notified before 9:00 a.m. on the day of the absence. The 

parent must call the school before that time and explain why the student is unable to come to school. To be 

considered present at school, a student must be at school for at least half of the school day. 

 

Excused and Unexcused Absences 

In order for an absence to be considered excused, students must return to school with a doctor’s note, explaining 

the nature of the illness, or a clear explanation from the parent, explaining specifically what is wrong. Please 

note: all routine doctor and dentist appointments should be conducted outside of school hours. If an 

appointment is scheduled during school hours, it is expected that a child come to school before the appointment 

and return to school after the appointment so that the child may finish the remainder of the school day.  

 

All other absences will be considered unexcused. Students will not be excused from school for family vacations, 

parties, or to provide childcare for siblings.  

 

If a student is absent from school due to suspension, these days will be treated the same as absences.  

 

If a student misses school, Capitol Collegiate will make reasonable efforts to contact the student’s parent or 

guardian by phone, in writing, or in person.  

 

Attendance – Consequences 

 Four Absences in a Trimester: If a student misses four days of school in one trimester (approximately 

5% of school days), it is considered a significant amount of time missed and a serious problem. At this 

point, the parent/guardian will be asked to meet with the child’s teacher immediately. At this meeting, 

both the family and the school will discuss the problem and its impact on the student’s education and 

will also develop an attendance plan.  

 

 Eight Absences in a Year: If a student is absent eight times in a year (just under 5% of total school 

days), it is considered a problem. The parent/guardian and the Head of School will meet to discuss the 

issue, the impact on the student’s education, and the potential solutions that can prevent absences in the 

future. An attendance plan will be developed at this time.  

 

 Twelve Absences in a Year: If a student is absent twelve times in a year, the student is considered a 

truant from school. At this point, the student may be at risk of not being promoted to the next grade and 

may be at risk of not having mastered the material. The Head of School will meet with the family to 

discuss the issue and may take further action, as needed.  

  

 Twenty Absences in a Year: If a student is absent twenty times in a year, the student will be considered 

a habitual truant and will not likely be promoted to the next grade. At this point, the school may file a 

written complaint with the State Department of Education or any other reasonable departments.  

 

LATENESS 

Capitol Collegiate values punctuality. It is an important life skill and a show of respect to others. Just as we 

expect staff to be punctual for their students, families need to ensure that students arrive to school on time. This 

is even more important because Capitol Collegiate students begin their learning from the moment a student 
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enters the building. Students are taught skills in organizing their materials, meal behavior, and cleanliness. 

Students are given morning work before and after breakfast. If a student is late to school, they disrupt the 

learning of other students and risk falling behind.  

 

Capitol Collegiate’s doors open at 7:00 a.m. Students must arrive to school between 7:00 a.m. and 7:30 a.m., 

which is also when breakfast is served. Students arriving at 7:31 a.m. or later are considered tardy.  

 

Remember: Students who arrive close to 7:30 a.m. may not have enough time to finish breakfast, since 

activities start promptly after breakfast. Therefore, if parents/guardians want their students to receive breakfast, 

the student must arrive at school no later than 7:20 a.m. 

 

Consequences for Tardiness 

 Five Tardies in One Trimester: If a student is late to school three times in one trimester, it is 

considered a clear problem. A note will be sent home advising the family of the current number of 

tardies.  

 Ten Tardies in One Trimester: If a student is late ten times on one trimester, it is considered a serious 

problem. At this point, the student will receive a one-day suspension and parents will be required to 

meet with the Head of School. 

 

It is incredibly important to be at school on time. We want to help you in any way that we can to ensure your 

child receives an excellent education.  

 

 

DISMISSAL AND AFTERSCHOOL 

Students will be dismissed from school at 4:00 p.m. on Monday, Tuesday, Thursday, and Friday. Students will 

be dismissed at 2:00 p.m. on Wednesday. Parents/guardians who arrive before dismissal must wait outside until 

students are dismissed. If parents need to speak to a teacher or conduct any other classroom business, this 

should occur after 4:00 p.m. when teachers and staff are available.  

 

 Some on-site services will be provided and will be made available to parents by the first day of school. 

Parents must register their children for these services on a first-come, first serve basis.  

 

Reminder: Only students who are registered in after-school activities are permitted to stay after-school. Students 

may not remain at school and wait to be picked up. Capitol Collegiate is not a day care. It is expected that all 

students must be picked-up by 4:15 p.m.  

 

Failure to pick-up your child will result in the following: 

 First Offense – written reminder 

 Second Offense – a written notice and a call from school administration 

 Third Offense – a mandatory meeting with the Head of School 

 

All students are expected to uphold the same behavior principles in after-school programs as they do at Capitol 

Collegiate. Any student who poses a behavior problem may lose their privileges to participate in after-school 

programs. Any loss of privileges will last through the remainder of the trimester and will have to be picked up 

at 4:00 p.m. 

 

If students are left at school past 7:00pm Capitol Collegiate is obligated to notify Youth and Family Services. 

After-school programs end by 7:00 p.m., so please note that this deadline applies to all students in the school 

building.  



11 

 

 

 

SCHOOL CLOSINGS 

In the rare case that there is a school closing, Capitol Collegiate will inform local news agencies and will also 

call parents as soon as we know. Parents will also be notified of school re-opening information as soon as it is 

made available. (Examples of reasons why a school may close: flooding, no power, safety or security issue in 

the building or community.) 

 

 

ARRIVAL AND EARLY MORNING PROCEDURES 

Capitol Collegiate opens its doors at 7:00 a.m. every day. Students are welcome to arrive early, eat breakfast, 

and read independently. Coming to school early is a privilege and should be treated as such. If a student is 

unable to handle that privilege and presents a behavior problem, that student will be permitted to enter the 

school at 7:25 a.m., directly before the school day officially begins. Also, unless an appointment has been made 

with a specific staff member ahead of time, students and families must remain outside of the school building 

before 7:00 a.m. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

ACADEMICS 

 

Capitol Collegiate Academy is committed to supporting the growth and development of students as leaders by 

creating a strong, rigorous academic program. In order to do this, students at Capitol Collegiate operates with an 

extended school day and a longer school year. Students attend school for over 180days, with a school day that 

begins at 7:30 a.m. and ends at 4:00 p.m.  

 

A CHALLENGING CURRICULUM 

Capitol Collegiate works to prepare students for success in college and beyond. In order to do that, Capitol 

Collegiate aligns it curriculum with California State Standards, internal CCA Standards, national CORE 

standards, and grade level benchmark exams. By incorporating all applicable standards that measure student 

achievement, we are preparing your student to succeed in a college-preparatory program.  

 

 

EXCELLENT AND CARING TEACHERS 
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Capitol Collegiate ensures that students receive an excellent education by recruiting and hiring the best teachers 

possible for our program. We maintain a low student to teacher ratio in kindergarten and keep class sizes as low 

as possible in the subsequent primary grades. This allows teachers to provide small group instruction and give 

individual help to students. This also allows teachers to collaborate in creating challenging, innovative, and 

engaging lessons for their students. Our teachers work longer hours than their peers in traditional public 

schools, giving our teachers more time to plan lessons, provide feedback to students, communicate with 

families, analyze data, and internalize the material they are going to teach. We also ensure that teachers 

maintain a positive and welcoming classroom environment and that they receive frequent honest feedback, clear 

support, frequent recognition, and strong professional development.  

 

  

CHARACTER DEVELOPMENT 

Students at Capitol Collegiate will receive character development in addition to a strong instructional program. 

We will help students to embody our core values: Humility, Engagement, Respect, Optimism, Integrity, and 

Courage. We know that these are characteristics that will be as important to student success as the core subjects, 

so we take them just as seriously. At Capitol Collegiate, we sweat the small stuff! 

 

 

COLLEGE PREPARATION 

At Capitol Collegiate, we are in the business of preparing your students for success in college – starting in 

kindergarten. You will notice that the school will reflect a college going culture, from the names of classrooms, 

to the songs we sing, to the goals we set. We know that introducing the idea of college to children at the earliest 

ages makes it more likely that they will believe that college is possible for them and will also be more likely to 

graduate from college. Know that every day you send your child to Capitol Collegiate, we are working to ensure 

that we are doing the good, hard work necessary to prepare them for success. 

 

 

REPORT CARDS 

Teachers and staff use trimesterly report cards to communicate students’ academic and behavioral performance. 

Grades do reflect effort, but are focused on the student’s level of mastery of the material. Progress reports will 

be provided to families to update them on student progress. Report cards will be based on standards and reflect 

the learning of the student.   

COLLEGIATE WORK 

Collegiate Work (homework) is an essential component of Capitol Collegiate’s educational program. The work 

that we send home is designed to reinforce the knowledge and skills that were taught in class, help students 

develop a deeper understanding of academic concepts, and promote the habits that we recognize will be 

important in college and in life. Because we know how important it is to teach this to students, Collegiate 

Work will be assigned EVERY night at Capitol Collegiate. This will include Collegiate Work on weekends. 

It is critical that parents review their child’s Collegiate Work and monitor its progress every night.  

 

Collegiate Work includes 20 minutes of required reading every night, including weekends, holidays, and 

vacations. Parents/guardians will be required to sign their child’s reading log every night. Collegiate Work must 

be completed in full and meet the high standards that Capitol Collegiate sets for effort and presentation.  

 

All students will be given a Collegiate Work folder that includes the work that needs to be completed as well as 

a nightly Reading Log. Collegiate Work folders are designed and prepared to teach students essential 

organizational skills. Reading Logs must be filled out properly and signed; all Collegiate Work must be 
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completed and in the student’s folder. It must be neat, clean, and thorough. Collegiate Work folders will be 

turned in to teachers every morning as soon as the student arrives at school.  

 

If Collegiate Work is consistently late, missing, incomplete, or poor quality, the parent will be notified. If the 

problem continues, the parent will be required to attend a meeting with the classroom teacher to develop an 

improvement plan.  

 

Please Note: Collegiate Work is a critical part of your child’s education. It gives them organizational skills, 

reviews important instructional material, and allows teachers to recognize where students need help. This work 

is what truly helps support students to be successful and prepared for college and we take it seriously.  

 

 

Collegiate Work Requirements 

 

The teacher should: 

 Create meaningful assignments 

 Make sure that Collegiate Work is recorded on the daily log 

 Be certain that every assignment is understood 

 Relate the assignment to what was learned in class 

 Vary the types of assignments 

 Use Collegiate Work as a way to check for understanding of the skill and content 

 Provide immediate feedback when assignments are completed 

 

The student should: 

 Give parents/guardians the Collegiate Work assignment by showing them the daily Collegiate Work Log 

 Be responsible for completing assignments on time, accurately, and neatly 

 Complete all missed assignments due to absences 

 Read every day 

 Always try their best 

 

 

 

 

The parent should: 

 Provide time and a quiet place for students to study 

 Help the student develop responsibility by completing all of their assignments 

 Be aware of all assignments (by looking at the Collegiate Work Log), review the child’s work, and assist 

as needed 

 Make sure that every assignment is completed to Capitol Collegiate’s standards 

 Talk to their child about what he or she learned at school and encourage their child to develop a positive 

attitude about learning 

 Read to or with their child every night for 20 minutes and sign the reading log 

 Provide a time for their child to read to them 

 

 

INTERVENTION 

Capitol Collegiate recognizes that all students will learn and grow in different ways and at different speeds. As 

such, some students may require additional support in the curriculum. These students may require support 
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because of language, special needs, or trouble with a specific concept. Capitol Collegiate will take clear steps to 

provide students with the support they need. This may include individual attention in the classroom, small-

group or individual support outside of the classroom, or supports after school. If additional time after school is 

required, parents will be notified in advance.  

 

ASSESSMENTS 

In addition to the traditional classroom assessment measures, we will use several other assessment tools to 

evaluate the progress of our elementary students: 

 

 California State Test. Students are held to the same standards as other students in California. Students 

will take the CST in grades 3-8 in math, reading, writing, science, and social studies in order to 

demonstrate grade-level proficiency. Exams are generally given in the spring. Current exams include: 

o Grades 2-4. ELA and Math 

o Grade 5. ELA, Math, and Science 

o Grade 6. ELA and Math 

o Grade 7. ELA and Math 

o Grade 8. ELA, Math, Science, and Social Studies 

 Stanford 9 Achievement Tests. To demonstrate student progress, CCA will use the Standfor-9 

Achievement Tests to pre- and post-test students in grades 5-8. Testing schedules are discussed with 

students and families in the beginning of the year.  

 Reading Benchmarks. To demonstrate student progress in reading, students will be given reading 

proficiency tests such as the Terra Nova or STEP assessments. The STEP assessment is a one-on-one 

reading assessment that gives teachers and parents important information regarding reading fluency and 

phonics development. The test will be administered during the Family Orientation sessions and at the 

end of each trimester. The results will determine the reading grade level that will be noted on report 

cards.  

 Start and End of Year Testing. Students will also participate in testing at the start and end of the 

school year. These tests will help out school evaluate the effectiveness of our instructional program in 

meeting specific objectives over the course of the year.  

 Interim Assessments. Capitol Collegiate will administer interim assessments to demonstrate and 

benchmark regular student progress and to address students’ ongoing academic needs. These interim 

assessments will be given in the four core areas of English/Language Arts, Math, Science, and Social 

Studies.  

 

PROMOTION POLICY 

In order to be promoted to the next grade in grades kindergarten through four, a student must have the following 

(at the school’s discretion): 

 

 Passing grade in Literacy, ELA, and Mathematics. 

 A minimum 90% attendance rate for the year. 

 

In order to be promoted to the next grade in grades five through eight, a student must have the following (at the 

school’s discretion): 

 

 Passing grade (70%) in at least three of the four core classes. 

 A proficiency or higher rating (70% or more) on the End-of-Year Exam, a comprehensive exam 

assessing all standards and material covered during the course of the year. 

 A minimum 90% attendance rate for the year. 
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If one or more of these criterion is not met, the student will not be eligible for promotion. Beginning in fifth 

grade, the student may elect to participate in the Summer Academy (discussed below). Students who only pass 

one core classes will not be eligible for the Summer Academy. Students with extended or chronic health 

problems will have an attendance policy developed that it is aligned and appropriate with their medical 

condition. 

 

 

STUDENT SUPPLIES 

The easiest way to manage supplies in primary classrooms without disrupting classroom time or having 

unprepared students is to have shared supplies within the classroom. While CCA will always provide students 

with the materials necessary to complete their work, we ask that parents provide students with (for the year): 

 24 pencils 

 2 erasers 

 2 packets of wide ruled paper 

 2 boxes of crayons 

 2 packets of markers 

 4 glue sticks 

 2 boxes of tissue 

 2 boxes of classroom snacks (30 packets each) 

 

Additional materials that may be needed to ensure the success of your child will be given as a list to parents 

during the school year.  

 

 

 

SAMPLE DAILY SCHEDULE 

 
7:00 – 7:30 Doors Open: students arrive at school  

7:30 – 7:45 
Morning Activities: Homework Collection, Morning Work 

7:45 – 8:00 

SCHOOL DAY BEGINS: 8:00AM 

8:00 – 8:15 Community Circle or Advisory 

8:15 – 8:30 Morning Math 

8:30 – 8:45 

Literacy Block 1: Read Aloud and Vocabulary 8:45 – 9:00 

9:00 – 9:15 

9:15 – 9:30 

Literacy Block 2: Phonics and Guided Reading (Reading Mastery) 9:30 – 9:45 

9:45 –10:00 

10:00-10:15 RECESS 

10:15-10:30 

Literacy Block 3: Reading Comprehension 10:30-10:45 

10:45-11:00 

11:00-11:15 

Literacy Block 4: Writing 11:15-11:30 

11:30-11:45 

11:45-12:00 
LUNCH and PHYSICAL EDUCATION 

12:00-12:15 

12:15-12:30 
Enrichment: Art, Language, Music/Performing Arts 

12:30-12:45 

12:45-1:00 DROP EVERYTHING AND READ (D.E.A.R.) 



16 

 

1:00 – 1:15 
Social Studies 

1:15 – 1:30 

1:30 – 1:45 
Science 

1:45 – 2:00 

2:00 – 2:15 

Mathematics 1: Procedures 2:15 – 2:30 

2:30 – 2:45 

2:45 – 3:00 RECESS                                                               

3:00 – 3:15 
Mathematics 2: Problem Solving 

3:15 – 3:30 

3:30 – 3:45 
Choice Time and Academic Play 

3:45 – 4:00 

4:00 – 4:15 

Students Dismissed at 4:00PM 

 

Teacher Planning Time OR Academic Support 

 

 

Early Release Wednesdays 

In order to provide the strongest instruction possible, we recognize the importance of teacher collaboration and 

professional development. Our teachers use the time on Wednesdays in order to receive this support, a critical 

part of our program. Students will be released at 2:00 p.m. on Wednesdays. Parents should make 

accommodations to ensure their child is picked up on time or is part of one of the after-school options.  

 

 

 

 

 

 

 

 

 

SCHOOL CULTURE AND SAFETY 

 

CLOSED CAMPUS 

Under no circumstances are students to leave the school building without permission. A student with permission 

to leave may only leave under the escort and supervision of an authorized adult. Students should be aware that 

the school has several neighbors, and should be respectful and courteous of their needs. Once students have 

entered the school in the morning, they may not leave the building unless they are escorted by a school staff 

member or other authorized adult.  

 

 

VISITOR POLICY 

All visitors are required to report to the Main Office upon entering the building. Any visitor, including parents, 

who do not report to the office or is found in the building without authorization will be asked to leave 

immediately. Visitors should wear visitor badges at all times to indicate that they have checked-in at the main 

office. Parents are encouraged to visit the school; parent involvement is discussed in more detail later in this 

handbook.  

 

 

STUDENT SEARCHES 



17 

 

In order to maintain the security of all students, CCA reserves the right to conduct searches of its students and 

their property. If searchers are conducted, the school will ensure that the privacy of the students is respected to 

the extent possible. School cubbies, desks, and property assigned to students for their use, but remain the 

property of Capitol Collegiate.  

 

 

UNIFORMS 

School uniforms must be worn at all times. Uniforms are meant to stress the fundamental equality of all 

students and to remove clothing-related distractions. In many schools, these distractions lead to competition and 

occasionally violence. This school is a place for serious work and learning.  Reminder: if a student shows up 

without the correct uniform, a phone call will be made home requesting the correct uniform be brought to 

the school immediately. The child will not be permitted to go to class until the correct uniform has arrived.  

 

We want to keep school clothing costs as low as possible. Uniforms shirts may be purchased at the school. 

Other components are available at one of the following locations (examples):  

 Kmart (5100 Stockton Boulevard) 

 Walmart (6051 Florin Road) 

 Target (8101 Consumnes River Boulevard) 

 

To prevent confusion, parents should write the scholar’s name in permanent marker on the tags of all clothing. 

Since every scholar wear the same clothing, mark your tags clearly.  

   

Note on Extra Clothing:  

All scholars must bring an extra change of clothes in the event of an accident or spill. Clothes should be sent in 

a plastic bag with the scholars name written in permanent marker. In the event that a scholar must use the extra 

clothes, parents are responsible for sending in a clean set of clothes the next day. Spare clothes DO NOT need 

to be uniform clothing; however, please do not send jeans, shorts, or name-brand clothing.  

  

Uniform Components:  

 Shirt:  Shirts must be polo shirts in white, green, or grey. Shirts are available in short or long sleeve. 

The only shirt that can be under the uniform shirt is a white, green, or grey shirt.  All shirts must be 

tucked in. 

 Pants: Standard khaki pants may be worn. Pants may be either zipper or pull-on. The pants need to fit 

correctly (no baggy style). 

 Belt: Solid black or grey belts only. Belts are mandatory. Please make sure your child can easily take 

on and off the belt without assistance.  

 Shoes: Solid neutral-colored (black, white, gray, brown, etc.) shoes without any embellishments.  Shoes 

may have minimal color. No boots with heels, no sandals, no moccasins, no clogs, and no bowling 

shoes.  

 Socks: Neutral-colored (black, white, grey, brown, etc.) socks may be worn. 

 Jumper: Girls may wear khaki jumpers with the school logo. A polo must be worn underneath the 

jumper. Girls should wear tights or shorts underneath the jumper. Jumpers are permitted in kindergarten 

and first grades only. 

 Skirts: Girls may wear khaki skirts (with tights or shorts underneath) or skorts to school.  

 Khaki is defined as tan or brown in color and not jean material. 

  

Optional: 

 Sweater: Solid color black, white, green, or grey sweaters with logo patches only. Uniform shirt must be 

worn underneath. 
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 Fleece: Solid color black, white, green, or grey sweaters with logo patches only. Uniform shirt must be 

worn underneath. 

 Jacket: Jackets may be worn to school, but are not permitted to be worn in the classroom (no 

exceptions). 
 

 

BACKPACKS 

All scholars must bring backpacks to school. All bags must be backpacks that can be worn over two shoulders. 

Over the shoulder messenger bags are not permitted.  

 

 

 

EXTRA CLOTHING 

 All scholars must bring an extra change of clothes in the event of an accident or spill. Clothes should be 

sent to school in a plastic bag with the scholar’s name written clearly in permanent marker. Each class 

has a bin to store extra clothing. 

 In the event that a scholar must change into the extra set of clothes, parents must send in a clean set of 

clothing the next day. 

 If your scholar is prone to accidents, we recommend keeping more than one change of clothing at 

school.  

 Spare clothes do not need to be uniform clothing; however, do not send jeans, shorts, or name-brand 

clothes.  

 

 

FIRE ALARM 

Any time the fire alarm goes off (including regularly scheduled fire drills), students must obey the following 

procedures: 

 Listen for the fire alarm. 

 Line up immediately and be silent. 

 Follow their teacher to the designated exit and line up outside. 

 Once outside they must remain silent and listen to instruction from their teacher. 

 

 

BREAKFAST AND LUNCH PROCEDURES 

Students must arrive by approximately 7:20 AM to eat breakfast. When students enter the room they must place 

their Collegiate Work folder in the bin, put away their belongings, and proceed quietly to their seat. Once they 

are seated they may begin to eat their breakfast. Students must remain seated during breakfast. After students 

have finished they may work on their Scholar Work activities. Students are required to clean and wipe up their 

tables after breakfast. Students who do not follow the rules for the morning breakfast procedures will lose 

morning privileges and may lose Choice Time privileges. 

 

Students must remain seated during lunch.  They are to speak using restaurant voices.  Students are required to 

clean and wipe up their tables after lunch.  Students who do not follow the rules in the cafeteria will lose choice 

time privileges and may lose table privileges. 
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COMMUNICATION 

 

VISITORS 

The school is always happy to have visitors. Anyone, including parents who wish to visit our school, must first 

call the office to set up an appointment. Our Office Manager will make every attempt to arrange the visit within 

24 hours of the request. All visitors must sign in at the office and wear a visitor badge. 

 

 

PHONE USE  

Although Capitol Collegiate aims to have as much communication as possible with its families, it would take an 

incredible amount of staffing and resources to provide message services, and we cannot guarantee that messages 

will actually reach students or teachers during the day, though teachers will receive messages after 4:00.  

Students may not receive incoming phone calls during the school day unless it is an emergency that requires 

immediate attention. If it is an emergency, please call the main office number and leave the message with the 

Office Manager. Students are prohibited from using school telephones. In the event of an emergency, students 

may be allowed to use school telephones, but only at the discretion of school staff members. 

 

 

TEACHER CONTACT  

Parents are encouraged to communicate with their child's teacher. Teachers are available for phone calls before 

and after school. Messages may be left for teachers with the Office Manager. Please leave your name and your 

child's name, a phone number and time you may be reached, and a brief message regarding the reason for the 

call. Teachers will return your call within 48 hours. Please remember that messages will not be received until 

after the instructional day ends. 

 

Do we want to add a section like the powerpoint slides you made? Office vs. Teacher contact 

 

MEETING WITH STAFF 

If you need to meet with a teacher then you need to make an appointment. An appointment can be made by 

calling the school and speaking with the Office Manager. Parents should not expect to meet with a teacher 

without a prior appointment. Whenever possible, appointments should not take place during the instructional 

day. They will need to take place before 7:30 am or after 4:00 pm. 

 

MEDIA  

All media for Capitol Collegiate will be handled by the Head of School.  

 

Parents will be given a release form to sign at the start of the school year that gives or denies permission to post 

pictures or allow filming of their child(ren). 

 

 

DISCIPLINE 

 

Discipline is a foundation for learning. It refers to organized and orderly classrooms, where time is used 

efficiently and everyone is working their hardest. An important component to discipline is structure. Structure 

provides a clear framework for learning to take place. Capitol Collegiate’s structure will provide a safe place 

where students can focus on their learning and growth.  
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In order to have this structure and support, we expect students to conduct themselves as young scholars at all 

times. This means that students should reflect our core values at all times. Students will be expected to reflect 

good manners such as saying “Please” and “Thank You” as well as excuse themselves when they need to speak 

to people who are already engaged in conversations. We expect that students will conduct themselves in this 

way while in their communities and that it will prepare them for life outside of Capitol Collegiate.  

 

PRIDE 
PRIDE standards are an important component to Capitol Collegiate. While the entire school operates with our 

HEROIC Core Values, we also recognize that we need to have clear classroom standards in place. To prepare 

students for college, we cannot simply assume that their grade-level proficiency will be enough to ensure their 

success and achievement. We also cannot hold students accountable for high levels of behavior unless we 

specifically teach them, just as we would teach reading or addition. As a result, Capitol Collegiate will teach 

students the behaviors that we expect for a strong school culture, and those that will help them to compete, lead, 

and achieve in college and in life. We will develop these skills extensively over the beginning weeks of the 

school year and reinforce them as the year progresses. PRIDE values will be used for individual and class 

positive and negative consequence systems. In order to do this as effectively as possible, we have differentiated 

the PRIDE values to be developmentally appropriate.   

 

Prepared 
Completed homework; Bringing all required materials to class; Coming to 

school in uniform; Having parents sign homework and notices 

Respectful 
Raising hands; Listening while others are talking; Speaking in appropriate 

tones and volumes; Following school and classroom procedures 

Integrity 
Being honest about performance; Aligning actions with beliefs; 

Encouraging classmates who are successful and those who struggle 

Determined 
Putting forth the greatest effort; Taking risks; Working with purpose; 

Valuing quality over quantity; Demonstrating effort throughout the full day 

Engaged 
Participating in class; Using complete sentences; Volunteering; Completing 

class jobs; Asking questions; Build on other’s ideas; Singing along 

 

 

 

 

 

 

STAR 
To help students learn professional habits, Capitol Collegiate expects them to show that they are Scholar 

STARS when they are in class.  

 

S 
Sit Up 

Straight 

Students are expected to demonstrate good posture at all times. Students 

should not ever have their heads down on their desks unless they have been 

given permission to do so. When sitting, students should have their bottoms 

in their chair. When standing, students should have equal weight on both 

feet. When sitting on the rug, students should sit in a “Criss Cross 

Applesauce” style and have their hands folded in their laps.  

T 
Track 

the 

Students are expected to track the speaker at all times. When the teacher is 

talking, scholars need to track the teacher with their eyes. Scholars should 

also track any student who has been given permission to speak by the 

teacher. Tracking helps students to stay on task, to concentrate, and to be 
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speaker  polite. 

A 
Always 

do your 

work and 

be on task 

Capitol Collegiate scholars are expected to be on task 100% of the time 

with very few reminders by teachers. Students should ask and answer 

questions by raising their hands and waiting to be called on by the teacher. 

R 
Respect 

There are no excuses for being disrespectful - this is why respect is an 

important part of STAR behavior, classroom PRIDE, and our Core Values. 

We also know there are situations that lead to disagreement. In this case, 

students are expected to: 1) ignore the offending student, 2) ask the 

offending student to stop, and 3) tell the teacher. If a student is corrected by 

the teacher, the student may not respond  in any way but by following the 

directions given by the teacher. If the student feels that the consequence has 

been unfairly applied, the student may speak to the teacher after the lesson 

has ended. The teacher has the right to disagree with the student and all 

decisions made by the teacher will be final.  

 

 

DISCIPLINE 
Capitol Collegiate teachers and staff are trained to sweat the small stuff, to care about the little things that are 

key to a successful, structured school. We know that doing this will keep classes running smoothly and 

efficiently, which prevents bigger problems from happening. When students break the code of behavior – not 

being a STAR student or showing classroom PRIDE – they will face a series of consequences. The following 

discipline management techniques may be used – alone, in combination, or in whatever order is appropriate – 

for behavior prohibited by the Student Code of Conduct, values system, or by school or classroom rules: 

 

 Oral Warning 

 Cool off time or Time Out 

 Seat change (in the classroom) 

 Written warning 

 Written notification to parent/guardian 

 Sending the student to the office or other assigned area 

 Parent/Guardian conference 

 Temporary confiscation of the items that disrupted class 

 Assignment of school duties such as cleaning or picking up litter 

 Exclusion/removal from a particular class or event 

 Suspension from the cafeteria, commons, social, athletic, after-school, field trip, extracurricular, or 

other activities or privileges 

 In-school suspension 

 Short-term suspension (5 days or less) from school 

 Long-term suspension (more than 5 days) from school 

 Expulsion from school 

 

 

LOSS OF PRIVILEGES 
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Capitol Collegiate offers students many privileges that can be taken away as a consequence for poor behavior. 

Privileges that can be lost include: special classes, choice time, birthday celebrations, field trips, early or late 

arrival privileges, after-school activities socializing during snack, breakfast (group), or lunch (group). 

 

IN-HOUSE SUSPENSIONS 
Capitol Collegiate may require students to serve an in-house suspension during which they are not allowed to be 

in their classes but must spend the school day supervised in one of the school offices while doing their 

schoolwork.  These in-house suspensions may be given for students who demonstrate disruptive behavior or 

consistently violate the STAR and PRIDE behavior or Code of Conduct. In-house suspensions may also be 

given in cases where a student needs to be sent home but we are unable to reach a parent.   

 

ZERO TOLERANCE 
There is zero tolerance for fighting.  In almost every case, all students involved will be suspended.  Parents will 

be required to come to school and to pick up the student involved in the fight on the day of the incident.  The 

school encourages non-violent conflict resolution.  Students are expected to use the techniques of conflict-

resolution to settle all disputes in a non-violent manner.  Faculty will work to spot problems and students are 

expected to report conflicts before they escalate. 

 

There is zero tolerance for bullying. If a student bullies another student, he or she will be warned and the parent 

will receive a phone call and written notice of the incident. If the student is caught in another bullying incident 

then the student will be suspended. In order for the student to return to school the parent must meet with the 

Principal and develop a plan for the bullying to stop. 

 

 

OUT OF SCHOOL SUSPENSION 
To create and maintain a safe, supportive, fair and consistent school community and culture, Capitol Collegiate 

will suspend students from school when there are serious breaches in the discipline code.  A student may be 

suspended for one to three days with the approval of the Principal.  The Principal must decide suspension of a 

greater length after discussion with the faculty.  The board will be notified of all suspensions longer than three 

days.   In all cases, parents or guardians will be informed of a suspension and will be required to attend a 

conference to address it.  

 

Causes for student suspension include, but are not limited to: 

 Fighting, hitting, or physical assault of another student 

 Bullying another student 

 Assault of teacher, staff member, or other adult at school 

 Taking or attempting to take money or property from another student or adult 

 Constant disruptive behavior or continued and willful disobedience 

 Excessive disrespect 

 Habitually coming to school unprepared 

 Harassment or violent threats 

 Open defiance of authority  

 Willfully causing or attempting to cause defacement or substantial damage to school property 

 Possessing, using, or dispensing illegal substances such as drugs, alcohol, cigarettes or firecrackers (Any 

illegal substances will also be reported to the police, as required by law.) 

 Accruing many office referrals  

 Failure of the parent to pick up the report card and attend the parent conference 

 Failure of the parent to live up to other requirements of the covenant 
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 Excessive tardiness to school in the mornings 

 

Parents of students who are repeatedly suspended or become class disruptions will be required to attend school 

with their child to ensure that the behavior does not continue. 

 

 

EXPULSION 
Expulsion will be reserved for students whose conduct is of such character as to constitute a continuing danger 

to the physical well-being of other students and/or the staff.  There will be zero tolerance for bringing a gun or 

deadly weapon to school or for any assault on school employees or students.  A student may also be liable for 

expulsion for possession, use of, or selling of alcohol or controlled dangerous substances while on school 

property.  Expulsion might also be used when a student is so repeatedly disruptive that a teacher and classroom 

cannot function.  Or it might apply to a student who ends up being suspended constantly and shows no evidence 

of desiring to change the problem behaviors such as continued and willful disobedience and/or open defiance of 

authority.  In each case, the student up for expulsion would have to be one who has not responded to other 

forms of discipline and support, such as behavior modification plans, detention, suspension, advisor support, 

parental involvement, or counseling.  For a student to be expelled, the process must be initiated the Head of 

School and must include discussion with the entire faculty and a hearing with the student's parents where 

stakeholders in the child’s educationare present.  The decision must be finalized with board approval, but 

students -- with their families -- may appeal the decision to the board.  

 

 

GROUP PENALTIES 
Capitol Collegiate retains the right to punish students as a group. The school does not seek to punish the good 

with the bad, but we do believe that we are all responsible for each other –the actions of some do impact, and 

are impacted by, the entire group. 

 

 

 

STUDENTS WITH SPECIAL NEEDS 
The School recognizes that it may be necessary to suspend, remove, or otherwise discipline students with 

disabilities to address disruptive or problem behavior.  The School also recognizes that students with disabilities 

enjoy certain procedural protections whenever school authorities intend to impose discipline upon them.  The 

School is committed to ensuring that the procedures followed for suspending, removing or otherwise 

disciplining students with disabilities are consistent with the procedural safeguards required by applicable laws 

and regulations. 

 

 

SCHOOL SEARCHES 
The School authorizes the Principal and the Principal’s designee(s) to conduct searches of students and their 

belongings if the authorized school official has reasonable suspicion to believe that the search will result in 

evidence that the student violated the law or the School’s Code of Conduct or otherwise constituted a threat to 

the health, safety, welfare, or morals of the School, other students, school personnel, or any other person 

lawfully on school property or attending a school function. In authorizing searches, the School acknowledges 

both state and federal constitutional rights which are applicable to personal searches of students and searches of 

their possessions.  

 

An authorized school official may search a student or the student’s belongings based upon information received 

from a reliable informant. Individuals, other than the School’s employees, will be considered reliable 
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informants if they have previously supplied information that was accurate and verified, they make an admission 

against their own interest, they provide the same information that is received independently from other sources, 

or they appear to be credible and the information they are communicating relates to an immediate threat to 

safety. School employees will be considered reliable informants unless they are known to have previously 

supplied information that they knew was not accurate.  

 

Students may be subject to personal searches and searches of their possessions where reasonable individualized 

suspicion exists to conduct such search.  Reasonable individualized suspicion to conduct a search of a student or 

a student’s possessions and the scope of the particular search shall be based upon, among other things, the 

student’s age, the prevalence and seriousness of the problem to which the search is directed, the urgency 

necessitating an immediate search, and the probative value and reliability of information used as justification for 

the search. 

 

Students have no reasonable expectation of privacy rights in school lockers, cubbies, desks, or other school 

storage places.  The School exercises overriding control over such school property, which may be opened and 

subjected to inspection at any time by school officials.   

 

 

SCHOOL REWARD OPPORTUNITIES 

 

Capitol Collegiate gives students the opportunity to earn rewards for demonstrating excellent academics, 

behavior, and citizenship.  

 

 

DAILY PRAISE  
Teachers will recognize students who follow the code of conduct and STARS behaviors by giving praise and 

sometimes providing students with stickers or notes. 

 

 

LUNCTIME AWARDS 
CCA staff will recognize the class who best displays our STAR and PRIDE values.  

 

COMMUNITY CIRCLE 
Teachers will recognize students who have shown growth or improvement, done well on an activity, project, or 

assignment. 

 

 

CORE VALUES AWARD 
Each month we will focus on a core value. Students who consistently demonstrate the core values of caring, 

respect, responsibility and justice will receive recognition.  

 

 

CLASSROOM AWARDS 
Teachers may develop award systems for their individual classrooms.  

 

STAR AWARDS 
Every day a student has the opportunity to earn a star on their monthly Stars Chart. Students can earn a star by 

completing their Collegiate Work (this includes the reading log and getting it signed), and demonstrating 



25 

 

STARS behaviors throughout the day.  Any student who has earned five stars for the week may go into the class 

Treasure Chest and select a “surprise” treasure to keep.  

 

 

STUDENT OF THE MONTH 
At the end of the month any student who has earned 19 out of 20 (assuming there are 20 school days in the 

month) stars will be a Student of the Month and receive special recognition.  

  

 

FIELD TRIPS 
Capitol Collegiate will take several field trips per year. These field trips are a privilege and will be treated as 

such – students are not entitled to attend. Students who demonstrate the Core Values, PRIDE, and STAR 

student qualities will be welcome to attend. Parents will also be required to sign permission slips for all trips in 

order for students to attend.  

 

 

 

 

 

 

 

 

 

 

 

 

GENERAL POLICIES 

 

PARENT PARTICIPATION 
Capitol Collegiate is a community of students, parents, teachers, and school leaders. We believe in the importance 

of working together to make a positive impact on the development of every child. Although the job of making 

decisions about school policy belongs to the Board of Trustees and the Head of School, family involvement is not 

only welcome, but absolutely critical to the success of the school. We want all parents to be actively involved in 

the education of their child. 

 

CAPITOL COLLEGIATE PARENTS ARE ASKED TO: 

 Establish a daily routine for your child. 

 Provide a quiet space for your child to study. 

 Provide positive reinforcement of student progress and success. 

 Provide a library of books and/or frequent trips to the library. 

 Discuss academics and student work among family members. 

 Help your child take responsibility for his/her actions. Stress the importance of telling the truth. Remind 

your child that no one is perfect and everyone makes mistakes. 

 Check with your child’s teacher for actual facts regarding a problem. A student may alter a situation to 

appear more innocent. 
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 Chaperone field trips and volunteer at the school. 

 Support other CCA families. 

 

CAPITOL COLLEGIATE PARENTS ARE REQUIRED TO: 

 Attend a conversation with the principal to review the parent handbook. 

 Reinforce CCA’s Code of Conduct and STAR Behaviors at home. 

 Attend a mandatory workshop that will focus on math and or literacy. 

 Read to your child for at least 20 minutes every day, including weekends, and sign the reading log. 

 Make sure your child completes the nightly Collegiate Work, sign the Collegiate Work folder, and return it 

daily. 

 Pick up your child’s report card once each trimester and meet with your child’s teacher at the scheduled 

date and time. 

 Actively participate in 2 school wide fundraisers. Active participation means that you will sell at least the 

minimum amount that is required for each fundraiser or volunteer at a fundraising event. 

 Attend two school-wide performances. 

 Donate snacks for your child’s class at least 2 times per year. 

 Effectively communicate with your child’s teacher by responding to letters or phone calls within 48 hours 

of receiving the letter or phone call. 

 

 

ELECTRONIC DEVICES 
Students should not have electronic devices in school. Electronic devices include games (Gameboys etc.), CD-

players, and portable stereos (iPods), and cell phones.  None of these devices are needed and often represent a 

distraction from successful academics and a serious atmosphere.  In addition, these are items that cause conflict 

and lead to grief when lost or stolen.  While Capitol Collegiate obviously strives to prevent theft of any item, 

the school will not spend extra energy tracking down electronic devices that should not be in school in the first 

place.  In the event that a student disobeys this rule and is seen with an electronic device or uses a prohibited 

electronic device in school, a staff member will confiscate it. It will be returned only after a parent/guardian has 

come to school to pick it up.  Repeated violations of this policy may result in indefinite confiscation irrespective 

of any costs or fees students and/or their families may incur as a result. 

 

 

TOYS 
Students are not permitted to bring toys to school unless they are instructed to do so by their teacher.  

 

 

FOOD 
All Capitol Collegiate students are provided with breakfast (if they arrive on time), snack, and lunch. At the 

start of each month a lunch menu will be sent home. If a student does not like a particular meal they may bring 

in their own lunch. However, they are not permitted to bring in foods that are unhealthy or high in sugar. Foods 

that are not permitted include: candy, soda, juices that are not 100% juice, Gatorade, energy drinks, donuts, 

cupcakes, chips, candy bars, etc. Capitol Collegiate does not provide food substitutions for students. If a student 

does not like a particular item, please check the menu and send a bag lunch on the corresponding days. 

 

If a family meets the federal guidelines for free lunch, the student will be provided with all of the above meals 

free of charge. If a family meets the federal guidelines for reduced lunch, there will be a charge of $2.00 per day 

for all of the above meals. If a family is not eligible for free or reduced meals, the student may eat all of the 

above meals for $4.75 per day.  
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Parents are required to notify the school of any food allergies and provide documentation from a doctor for the 

student’s health file. Parents should also notify the school of any other food restrictions due to religion or 

custom. 

 

Students are not permitted to bring in their own breakfast or snack unless they have a food allergy that is clearly 

documented by a doctor. 

 

Please note that Capitol Collegiate has a no gum policy. Students are not permitted to bring in or chew gum at 

any time while they are on the premises. 

 

 

BIRTHDAYS 
Students are permitted to bring store-bought goodies to be shared with classmates if the teacher is notified in 

advance. You can notify the teacher by writing a note or leaving a voicemail message. The treats must already 

be prepared in individual servings. Treats can be shared during Choice Time at the end of the day, usually at 

3:40 p.m. Birthday treats should be easy and quick to serve. Parents must provide plates, napkins, and utensils 

as necessary – Capitol Collegiate will not provide these items. Parents must arrive earlier than 3:40 p.m. to set 

up. Large productions like pizza parties are not permitted for birthdays. Please do NOT bring ice cream, as this 

is difficult to serve and clean. Individual goodie bags are permitted as long as every student in the scholar’s 

class receives one. Parents are not required to send birthday treats to school. The Capitol Collegiate 

community will sing “Happy Birthday” regardless of whether families have sent anything to school.  Invitations 

for individual birthday parties are not to be distributed in school unless there is an invitation included for every 

child in the scholar’s class. 

 

 

SCHOOL BREAKFAST AND LUNCH 
We know that healthy meals support stronger student growth, development, and learning. We work to serve 

healthy meals to students. As such, we do not allow unhealthy substitutes to be brought into the school, unless 

specific permission is provided. 

 

  

STUDENT RECORDS 
(1) Standardized Testing: All students will be required to take state-mandated standardized tests, per 

California requirements.  

 

(2) Student Records: Federal and state laws provide parents and eligible students (14 years or older) with 

rights of confidentiality, access, and amendment relating to student records.  

 

(3) Medical Records and Health Services: All students enrolling at Capitol Collegiate must have a 

physical examination before entering the school (per California State Law). As a result, the school must 

have the following on file: CA Health Record, Authorization for Dispensing Medication Form, 

Physician Information Release Form, Office/Health Emergency Card. Please note that all medication, 

including Tylenol, aspirin, and asthma inhalers, require a release form. If authorization is not provided, 

the parent must come to the school to administer the medication directly. If a student needs to have an 

asthma inhaler with him or her at school, the student must provide school administration or the nurse 

with the order from his or her physician stating the need to carry the inhaler. The order must also be 

signed by the parent/guardian.  
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(4) First Aid and Medical Emergencies: Minor accidents, cuts, scrapes, and bruises will generally be 

treated at the school. The school is not equipped to handle medical services beyond basic first aid. 

Injuries requiring more extensive treatment will be taken care of at the nearest medical facility or an 

appropriate alternate. In the event that a child requires emergency medical care, a parent or guardian will 

be notified as soon as possible. If a parent or guardian or other emergency contact cannot be reached, the 

school may need to initiate medical treatment. Thus, it is essential that we have all emergency contact 

information on file. 

 

HEALTH POLICIES 
Capitol Collegiate provides the health services required by law.  Students with serious injuries are taken to the 

hospital for emergency medical care and the parent(s) or guardian(s) are notified immediately.   

 

If a student requires medication of any kind (including Tylenol, aspirin, and asthma inhalers), the student’s 

parent/guardian must submit an Authorization to Dispense Medication form and must give the medication in the 

original container to the nurse or Office Manager. 

 

The parent/guardian of any student who is required to carry an asthma inhaler on his/her person must provide an 

Authorization to Dispense Medication form specifying that the student needs to carry the inhaler with him/her 

and a second inhaler that is kept in the nurse’s office or with the Office Manager. 

 

The school abides by all California State immunization requirements.  Each new student must have a certificate 

of immunization at the time of registration or not later than the first day of school.  Parents/guardians must 

present documentation that their children have received all required doses of vaccines or are waiting to receive 

the subsequent doses at the appropriate time intervals.  Parents seeking to waive the immunization requirement 

should submit their request to the Office Manager.  The school will review the request and will advise the 

Principal, who will make the final decision on whether to grant the waiver request. 

 

 

REQUIRED DOCUMENTATION 
A list of required documentation will be provided to parents upon enrollment of their child at Capitol 

Collegiate. All required forms will be due by the date listed on the forms and must be turned in on time. 

 

 

NONDISCRIMINATION/HARASSMENT 
Capitol Collegiate does not discriminate in admission to, access to, treatment in, or employment in its services, 

programs and activities, on the basis of race, color, or national origin, in accordance with Title VI of the Civil 

Rights Act of 1964; on the basis of sex, in accordance with Title IX of the Education Amendments of 1972; on 

the basis of disability, in accordance with Section 504 of the rehabilitation Act of 1973 and Title II of the 

Americans with Disabilities Act of 1990; or on the basis of age, in accordance with the Age Discrimination in 

Employment Act of 1974. In addition, no person shall be discriminated against in admission on the basis of 

race, sex, color, creed, sex, ethnicity, sexual orientation, mental or physical disability, age, ancestry, athletic 

performance, special need, proficiency in the English Language or foreign language, or prior academic 

achievement.  

 

Capitol Collegiate is committed to maintaining a school environment free of harassment based on race, color, 

religion, national origin, age, gender, sexual orientation, or disability. Harassment by administrators, certified 

and support personnel, students, vendors, and other individuals at the school or school-sponsored events is 

unlawful and strictly prohibited. Capitol Collegiate requires all employees and students to conduct themselves 
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in an appropriate manner with respect to their fellow employees, students, and all members of the school 

community.  

 

Harassment includes, but is not limited to, the following: 

 General: communication such as jokes, comments, innuendos, notes, display pictures or symbols, 

gestures, or other conduct that offends or shows disrespect to others based upon race, color, religion, 

national origin, age, gender, sexual orientation, or disability. By law, harassment is determined from the 

perspective of a reasonable person with the characteristic on which the harassment is based.  

 Sexual Harassment: While all types of harassment are prohibited, sexual harassment requires particular 

attention. It includes sexual advances, requests for sexual favors, and/or verbal or physical conduct of a 

sexual nature.  

 

Retaliation against any individual who has brought harassment or other in appropriate behaviors to the attention 

of the school or who has cooperated in an investigation of a complaint under this policy is unlawful and will not 

be tolerated.  

 

Harassment in any form or for any reason is absolutely forbidden. Personas who engage in harassment or 

retaliation may be subject to disciplinary action, including, but not limited to reprimand, suspension, 

termination/expulsion, or other sanctions as determined by the school administration and/or the Board of 

Trustees, subject to applicable requirements.  

 

 

NCLB/ SCHOOL REPORT CARD/ HIGHLY QUALIFIED 
No Child Left behind (NCLB) is federal legislation enacted with the goal of all students reaching academic 

proficiency and all students being taught by Highly Qualified teachers. As part of that goal, schools are required 

to issue to parents an annual report card that specifies the school’s mission, indicates the demographic 

breakdown of its student body, presents their performance on standardized exams such as CST, and specifies 

the percentage of Highly Qualified teachers as defined by NCLB. Parents can request in writing to the Head of 

School the educational credentials and licensure of any of their students’ teachers. A list of our teachers with 

their educational credential and professional backgrounds is included annually within this handbook.  

 

 

INTERNET ACCEPTABLE USE POLICY 
Internet use provides valuable opportunities for research, curriculum support, and career development. CCA 

offers internet access to its students and staff. The primary purpose of providing access to the internet is to 

support the educational mission of Capitol Collegiate. As such, we expect that students and staff will use this 

access in a manner consistent with this purpose. Students are not allowed to bring discs from home into school 

to print materials, and should not assume access to the computer lab outside of the lab’s supervised hours.  

 

 

TO CONTACT US 
We welcome you to contact us at any time. Please use the information below to contact us at your convenience: 
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FAMILY ACCOUNTABILITY CONTRACT 

 

I have received and read a copy of Capitol Collegiate Academy’s Student and Family Handbook and understand 

the rules, regulations, and procedures of the school. I understand that if I ever have any questions regarding 

school policies, I can always ask a member of the school community for further explanation.  

 

 

______________________________ 

Parent or Guardian Name 

 

 

______________________________ 

Parent or Guardian Signature 

 

 

______________________________ 

Date 

 

 

 

 

 
 

 

 

 

 

 

APPENDIX 

 

 

LAW ENFORCEMENT AND EMERGENCY NUMBERS 
 

To report Drug Activity 916-277-6002 

916-808-5796 

To report a Police Officer 916-808-2290 

To report Gun Activity 916-732-0100 

Police Emergency 911 

Fire Emergency 911 

Police Headquarters 

South Command 

916-808-0800 

916-277-6001 

Bias and Hate Crime Hotline 916-808-2427 

Gang Hotline 916-441-GANG 

916-808-0332 

Code Enforcement/Graffiti Abatement 916-808-5948 
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Parks and Community Services 916-808-5200 

Sacramento County Prosecutor’s Office 916-874-5701 

Sacramento County Sheriff’s Office 916-874-5115 

City of Sacramento Information Call Center 311 

 

 

 

COMMUNITY RESOURCES 
 

ENRICHES 916-368-3245 

Boys and Girls Club 916-392-2582 

Asian Resources Center 916-454-1892 

Ubuntu 916-669-0671 

Sacramento ACT  

  

  

  

  

  

  

  

 

 

 

 


